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I .'/STRUCT IOfiS FOR UbING FORd ?J0. 139 
RECOhDb CONTROL SCHEDUJifi 

Schedule Mo. A number will be assigned by the Records tonar-nent -in™ 
upon approval of the Schedule, »na t ,„nenl ~ta iA 

Whichih? : Entor the Specmc <w*»ni„tion.l element to 
wnxch the schedule pertains,, such as* Public Affairs Office Sneci^l 
Services Division, Records Branch. ’ -pecial 

Concurrence o Enter in this space the signature of the chief of the 

pertaSs The tlTT 3r Division Chief) to which thf schedule 

per tains. The signature of the Office-Chief will be entered on th« 

P“f “ , t edule which ,U1 indicate not only his ap“o^l oj ?he 

thp G U fT l0r i^ediate office (adniniwtrative, staff 1 etc*) but for 
the entire schedule. This signature should be obtained after chiefs of sTl 
other organisational elements of the Office have signed., * ^ 

sta^rin^ b ^ >. f? ginn3J ^' with 11 21 number one, list and number each series 
tfW,r,xng hj .tn the records of the Office Chief and continue -onseeu+iwhv * 
through each organizational unit of the Office Th P V! ! u 

la permissible when suho-di nt,-. m. „ • 1 ‘ lhe Uo ® OI s ub~it<am numbers 
file, uoordinaoc tile series are component parts of an overall 


a- files Identification, The orecl 
will be entered in this column,, 
cars in its preparation. 1 m g el 
accurately identify the records 
the disposition prescribed for • 
will consist of five elements, 
description of documents of wh*. 
specific function or operation 1. 
a statement concerning the filio 
file,. 


description of each series of records 
This descriptive date required the utmost 
aral, this data must be sufficient to 
Jnd enable a determination of propriety of 
aen ; Specifically, each file identification 
amely; The title or name of the f ile^ 

1 f ne cons ^ sts i 8 brief statement of the 
icidertv, to which tho files are maintained; 
arrangenentj and inclusive dates of the 


G, 


Volume. Enter the volume in te:n,ts of cubic feet c-i 

1TATJP 1 n *T S3€K : in * eriths of ^the** decimal 

ih.„ ’.thtot Jzzftrjr * file seri “ j~ 

consist oi three elements and will be entered in the order given 
whichever is applicable. ■ ais "- , * c, "- oa wit, h the word "Permanent" or "Temporary** 

M’ the ^records Se°of rerm^^lue 8 i phr * 6 f " Di3posal «* authorized " 

- 1Cn - Records of temporary value will cite 
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for the cut-off and retirement and/or destruction of the files* These 
instructions raay be indicated a e "Cut-off at end of each calendar year', destroy 
1 year thereafter," "Cut-off at end of each calendar year; transfer to the 
Records Center 1 year thereafter," "Place in noncurrent file upon liquidation 
of obligation^ transfer to the Records Center 1 year thereafter." 
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Qfttc* *f Pablic Attorn, Ssrrieee Dirision 


'TP* FILES IDENTIFICATION 

JUS: (Tin*, smscurriom, uumm wwrr. era i munn tutns) 


S* Bfebdsa Mtfast File 



0 — late of ■esnssadi , mAm Um 

*•■•*1 porta&nlag to psrooaael* fendp*. 

Ti l 

•maiOMf porpoee* In carrying out the fane 
Ilona at the Dirieloa. mad according to the 
**•*7 Subject XuNrle Hie Mumal. 

(1SS1.1S55) 


DISPOSITION INSTRUCTIONS 


war. Btotnp idMR 3 jwn 
(<bt e£f at and at each 
ar year* trvnafsr to the 
a Cantor l poor ttoneftar.) 


Baprodnetlon Bequlsitlon File 

Condata of Forn Ho. 36-2, Reproduction re- 
dnlaltlM (pink copy). Torn No. 36-77, Work Tickei 
imk order, tollnrj ticket, control card, and 
ralatad docujaanta sceanilated In the course of 
processing and controlling a job until completed. 
Filed mmm i» all/ fcy job a— ba r . 

(15S1-15S5) 


Temporary. Destroy when 1 year 
old. (Cut off at the end of each 
calendar year and destroy 1 year 
thereafter.) 


mj ■ 




fflaw af ets sf sepdas of igancy iwtttiroHa— , 

25222 SS2?3i5it5 , lS?" 

tafarna* purposes. Ik contartne aneh prihUestlon 
•» ***** Dagelrtlann, Agency MmdbaotoTltoir 
Iiv^Umb, tmde Journals, m^aninaa, atc7 
Filed categorically by aooree. 

(Currant) 


*7* Destroy to 
to obsolete, er 
for reference i 


aa longer 
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